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Chief, Inspection and Security Staff 10 Ootober 1949
Assistant Cenoral Counsel

Forn for Hemorsnde Tritten on Standard Form 5oe 84

1. This merorandum form may be used for the following Lypes
of correspondence!

as Correspondence addressed to officlals within CIA,
eithar in Tashington or between Tashington and the Pleld,

be Informal or routine correspondence addresased to
government depsrtrments or agencies.

2, All paragraphs should be mumbered, "hen subperagraphs are
nscessary, ths indentetions illustrated below should be followed:

&+ The symbol should be placed to align with the first
word of the text of the main paragreph, and the next line ia
brought out flush with t! s symbol of the main parazraph.

(1) Any further indentation follows the same primci-
ple. HNote the sequance of symbolss 1, =, (1), (a)s 1, 2,
gtas

3. Typed signsture, ALL CAPS, should bs placed four to six
spaces below the lest line slizhtly to the right of the center of the

PAZS.

4, When the title is shown in the hesding, 1t should not be re-
pested after the nams in the signature.

E. Enclosures and distribution should be shown on the original
and 81l coples.

8. Identification initlels should be shown only om the ocarbon
ooples.

7« ¥o coples are to be made for Central Records unless the neme
crendum contains & matter of considerables importance from a policy or
historical viewpoint.
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